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/  General 

SKIPPING  AND  STORAGE  BRaNCK  idElviORANDUJa  ' Km.'BER 'l0.3 

Orderin/7  the  kovement  of  Comraodities 

I         General  -  •'■ 

^-    •      ^'     Field  Office  Responsibility  • 

Effective  November  1,  19'45,  the  Field  Offices  of  the  Shipping  and 
Storage  Brax^ch  shall  be  responsible  for  ordering  the  movement  of 
commodities  in  accordance  'with  program  plans  furnished  by  the 
Storage  Division,  'Washington.     Tentative  program-  plans  shall  be 
furnished  to  the  field  offices  not  later  than,  the  5th  of  each 
inonth,  to  be  suppleiaented  as  the  programs  develop.  Specific 
instructions  sh.all  be  given  to  the  field  offices  by  the  Storage 
Division  covering  movement  of  ccvrmodities  to  meet  these  program 
plans, 

B.  Blocks  of  Ticket  Numbers 

Each  field  office  shall  be  furnished  blocks  of  ticket  numbers. 
The  field  office  shall  maintaiti  a  ticket  control  system  in  ac- 
cordance  ^^ith  Paragraph  III-A  of  Shipping  and  Storage  Branch 
Memorandimi  No.  71.1  (Revised),  "Issuance  and  Control  of  Order 
Ticket"  Numibers" .     If  a  ti.cket  is  cancelled  before  the  master 
ditto  is  reproduced,  the  word  "Cancelled"  shall  be  v^jritten 
across  "che  face  of  tlie  ticket  and  the  ticket  I'eproduced  and 
distributed  in  the  usual  manner.     If  the  ticket  has  been  dittoed, 
it  will  be  necessary  to  prepare  a  "Ticket  Correction-Cancella- 
tion kemorandura",  Formi  CCC-2o9,  in  order  to  effect  cancellation. 
No  ticket  number  shall  be  re-used, 

C.  Assigrjnent  of  Ticket  N-urjjers  ^ 

Each  field  office  shall  be  responsible  for  assigning  individual 
ticket  numbers  to  cover  the  movejnent  or  transfer  of  one  commodity 
from  one  consignor  to  one  consignee,'   Exception  can  be  made  vjhen 
purchases  of  rrd-scellaneous  small  items  are  made  from  one  vendor 
for  delivery  to  onfe  destination,  where  the  issuance  of  individual 
tickets  for  each  commodity  would  be  impracticable. 

This  does  not  apply  to  Section  32  shipments  vjhich  shall  be  handled 
in  accordance  with  Shipping  and  Storage  Branch  Memorandum  No,  39.2, 
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I       Overall  Planning 

A.    Washington  Planning 

1.  Program  Management  Division 

As  of  the  20th  of  each  month  each  field  office  shall 
furnish  the  Storage  Division,  VlFashington  vjith  a  report 
of  availability  of  commodities  within  the  jurisdiction 
of  the  field  office.     (See  Shipping  and  Storage  Branch 
Memoranduia  No.  35.2,  entitled  "Regional  Inventory  of 
Commodities"  as  amended  by  teletype  October  18,  1945). 

The  Program  Management  Division  shall  then  develop  a 
schedule  for  shipping  commodities  by  program  and  by  port 
of  export  lAihere  possible,  for  the  second  month  following 
receipt  of  the  report.    The  Program  Management  Division 
shall  send  this  schedule  to  the  Storage  Division  not 
later  than  the  first  of  the  month  immediately  follovjing 
receipt  of  the  inventory  report  upon  which  the  schedule 
is  based, 

2,  Storage  Division 

Storage  Division  shall  be  responsible  for  planning  the 
location  of  commodities  in  such  a  ivay  as  to  assure  their 
availability  for  movement  to  the  appropriate  outport  in 
accordance  with  Program  Management  Division  schedules. 
Storage  Division,  shall  plan  the  disposition  of  commodities 
due  for  delivery  at  vendors"  plants  during  the  next  month. 
They  shall  select  the  field  offices  under  which  such  com- 
modities are  i-o  be  stored  and  shall  inform  the  field  offices 
of'  these  plans  not  later  than  the  5th  of  each  month,  as 
follows: 

a.    The  field  office  of  origin  shall  be  informed  as 
to  quantities,  in  net  pounds,  of  vendor  commodi- 
ties to  be  stored  under  that  field  office  and  each 
of  the  other  field  offices  involved  in  the  storage 
of  that  comimodity.  . 

h.    The  field  office  of  destination  shall  be  informed 
as  to  quantities,  in  net  pounds,  of  vendor  com- 
modities to  be  shipped  into  their  jurisdiction  for 
storage  from  other  field  offices.     In  submitting 
this  information,  it  shall  also  be  the  responsi- 
bility of  the  Storage  Division  to  give  the  destin- 
ation field  office  the  breakdown  of  each  commodity 
by  field  office  of  origin. 
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c.    In  those  instances  '.-Jhen  abstracts  are  received  in 
,  the  Storage  Division  vjhich  call  for  delivery  dur-ing' 
the  current  or  the  succeeding  month,  the  Storage 
Division  shall  determine  the  disposition  to  be  made 
of  the  commodity  on  the  basis  of  Program  Management 
Division  plans.    If  Storage  Division  has  filled  all 
program  reciuirements  presented  to  them,  it -shall 
consult  Program  iiianagement  Division  to  determine  the. 
generaj.  location  in  which  the  commodity  is  to  be 
stored  to  meet  possible  program  requirements,  VJhen 
a  determination  has  been  made,  the  field  office  of 
origin  shall  be  immediately  inform.ed.    Should  the 
plan  require  movement  into  territory  of  another 
field  office,  the  field  office  of  destination  shall 
be  similarly  informed, 

B.    Field  Planning 

1.  Field  Office  of  Origin 

a.  On  the  basis  of  plans  from  the 'Storage  Division, 
Vj'ashington,  the  field  office  of  origin  shall 
develop  plans  for  movement  of  commodities  which- 
will  be  ready  for  shipment  from  vendors'  plants- 
and  shall  make  arrangements  for  storing  that 
portion  of  vendor  commodities  vjhich  will  be  re- - 
tained  in  their  territory, 

b.  Field  office  of  origin  shall  be  responsible  for  • 
policing  vendors  to  see  that  they  meet  delivery  • 
dates  under  Washington  and  field  purchase  con-  • 
tracts,  (Shipping  and  Storage  Branch  Memorandum 
No.  41.2,  "Undelivered  Purchase  Contracts"). 

2.  Field  Office  of  Destination 

On  the  basis  of  plans  from  the  Storage  Division,  ViTashington, 
the  field  office  of  destination  shall  develop  plans  for  the 
storage  of  vendor  commodities  coming  into  their  jurisdiction. 

Vendor  Availability 

A,    Vendor  Commodities  to  be  Stored  under  the  Field  Office  of  Origin 

1.     The  field  office  of  origin  shall  allocate  storage  space 
for  commodities  originating  and  to  be  stored  within  the 
jurisdiction  of  the  field  office.    The  field  office  of 
origin  shall  prepare  order  tickets  and  issue  shipping  in- 
structions in  accordance  with  established  procedure,- 
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2,     The  field  office  of  origin  shall  reproduce  the  number  of 
copies  of  the  master  vendor  ticket  needed  in  the  field 
and  send  the  master  vendor  ticket  to  the  Shipping  Division, 
iJashington,  for  duplication  of  tickets  in  accordance  vjith 
the  procedure  for  preparation  and  distribution  of  tickets, 

E.    Vendor  Commodities  to  be  Stored  Outside  the  Territory  of  the  Field 
Office 

1.     On  vendor  commodities  which  become  available  for  delivery 
and  i/vhich  are  to  be  stored  in  the  jurisdiction  of  another 
field  office,  the  field  office  of  origin  shall  request  the 
field  office  of  destination  (as  indicated  in  'Washington 
Storage  Division  plans)  for  the  name  and  address  of  the 
warehouse  in  which  the  commodities  are  to  be  stored.  The 
message  shall  be  teletyped  and  shall  include  the  following 
information  in  exact  order,  with  each  item  numbered  as 
indicated: 


Heading  of  Message:      Request  for  Storage  Space 


1. 

Vendor 

2, 

Contract  No, 

3. 

Commodity 

4. 

Point  of  origin 

5. 

Ticket  number 

6, 

Number  of  cars 

7. 

Number  of  units;  size  of 

container  and  type  of  packa 

8. 

Total  net  weight 

9. 

Date  of  availability  and 

number  of  cars  that  can  be 

loaded  daily. 

2,     The  field  office  of  destination,  upon  receipt  of  the  teletype 
request  for  storage  space  from  the  field  office  of  origin, 
shall  assign  storage  space  and  send  a  teletype  to  the  field 
office  of  origin. 

The  teletype  shall  refer  to  the  message  from  the  fi"Bld  office 
of  origin  requesting  storage  space,  and  give  the  following 
information: 

Heading  of  Message:     Storage  allocation  on  _( Commodity) 

 (message  no.)  (date)  (name  of  sender). 

1.  Name  and  location  of  warehouse  in  which,  vendor  commodities 
are  to  be  stored, 

2.  Name  of  delivering  carrier 

3.  A  statement  as  to  whether  reciprocal  switching  between 
carriers  is  in  effect  and,  if  soj  the  names  of  such 
carriers. 
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This  teletype  shall  be  sent  by  the  field  office  of 
destination  i/dtliin  46  hours  after  receipt  of -the  tele-  ' 
type  from  the  field  office  of  origih  reo^^ues ting 'storage  ' 
space. 

3.    Upon  receipt  of  najne  and  location  of  vjareheuse  from 
the  field  office  of  destination^  the  field  office  of 
.....  origin  shall  iiiimediately  prepare  the  order  ticket  and 
issue  shipping  instructions  in  accordance  vjith  the 
established  .procedure, 

IV       iferehouse  availability  Bettjeen  Field  Offices 

A,    Determination  of  Kevj  Outlet.     .  ■    ■  ■ 

1,  A  field  office  may  find  tliat  it  has  a  cominodity  in' 
storage  for  vvhich  it  does  not  have  a  program  require- 
ment.   7i"hen  such  a  determination  is  made,  the  field 
office  shall  notify  the  Storage  Division,  giving  the 
comraO''ityj,  ciuantity,.  present  location,  lot  number (s), 
and  tl:e  condition  of  the  commodity.     The  Storage  Di- 
vision., on  the  basis  of  overall  ...lans,  shall  advise  the 
field  office  as  to   .hat  disposition  shall  be  made  of 
the  cominodity.    If  the  Storage  Division  does  not  tznow  of 
an  immediate  need,  it  shall  consult  Program  Management 
Division.     It  is  the  resp>onsibility  of  the  Program. 

„ Management  Division  to  make  a  determination  as  to  the 
disposition  to  be  made  of  the  commodity,  • 

2.  'If  the,  conunodity  is  to  be  shipped  to  another  field 

; office,  the  Storage  Division  shall  instruct  the  field 
office  in  'which  the  conmodity  is  located  to  contact  a 
specific  field  office  of  destination  for  an  allocation 
of  storage  space.     The  field  office  of  origin  shall 
reo^uest  the  field  office  of  destination  for  the  name  and 
address  of  the  wairehouse  in  v-jhich  the  comjnodities  are 
to  be  stored.     The  misssa.  e  shall  be  teletyped  .and  shall 
include  the  follovjing  information  in  exact  order,  'with 
each  item  nunfoered  as  indicated: 

Heading -of  kessage:    Piequest  for  Stoi'age  Sjoace  Per  '7a  __ 

(message  no.,  date,  unit  head  and 
sender  of  teletype  from  Storage 
Division  authorizing  requests,) 


1.  Shipper 

2.  Contract  nujiifaer 

3 .  Commodity 

4.  Point  of  origin 

5.  Ticket  nuraber 
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Number  of  cars 

Number  of  units;  size  of  container  an  type  of  package 
Total  net  viieight 

Date  of  availability  and  number  of  cars  that  can  be 
loaded  daily 

3.  There  may  be  instances  when  the  Storage  Division  will  deter- 
mine that  warehouse  stocks  vvill  be  needed  in  a  field  office' 
other  than  that  in  which  they  are  presently  located.  On 
such  occasions  the  Storage  Division  will  request  the  field 

:  office  of  origin  to  initiate  the  foregoing  action, 

4.  The  field  office  of  destination,  upon  receipt  of  the 
teletype  request  for  storage  space  from  the  field  office 
of  origin,  shall  assign  storage  space,  and  send  a  tele- 
type to  the  fi&ld  office  of  origin. 

The  teletype  shall  refer  to  the  message  from  the  field 
office  of  origin  requesting  storage  space,  and  give  the 
following  information: 

Heading  of  Message:    Storage  Allocation  on   (commodity) 

 (message  no.)  (date)_  (name  of  sender) 

Name  and  location  of  warehouse  in  which  commodity  is 
to  be  stored. 

Name  of  delivering  carrier. 

A  statement  as  to  whether  reciprocal  switching  betv^een 
carriers  is  in  effect  and,  if  so,  the  names  of  such 
carriers. 

This  teletype  shall  be  sent  by  the  field  office  of  destina- 
tion within  4B  hours  after  receipt  of  the  teletype  from  field 
office  of  origin  reciuesting  storage  space,  •  ■ 

B.    Movement  to  Field  Office  of  Destination 

1.    Upon  receipt  of  name  and  location  of  "warehouse  from  the 
field  office  of  destination,  the  field  office  of  origin 
shall  immediately  prepare  the  order  ticket  and  issue 
shipping  instructions  in  accordance  with  .the  established 
procedure , 

Movement  to  Program 

A.  General 

1.     Program  Management  Division 

The  Program  Management  Division  shall  confer  with  the  Storage 
Division  in  'iashington  to  determine  the  immediate  availability 


6. 
7. 
8. 
9. 


1. 

2. 
3. 


of  commodities  for  program  needs,    Wnen  commodities  are  available, 
'Program  Management  Division  shall  submit  a  Request  for  Delivery, 
Form  CCC-I40,  in  triplicate  to  the^  Shipping  Division  which  ■will 
add  the  delivering  carrier  to  this  form  and  retain  one  copy.  The 
original  and  one  copy  will  then  be  forwarded  to  the  Storage  Divi- 
sion, 

Storage  Division 

On  the  basis  of  this  form,  the  Storage  Division  shall  request 
the  appropriate:  field  officc(s)  to  select  a  source  of  supply, 

1.  e.,  vendors'  plant  or  warehouse,  from  wliich  commodities  can 
be  moved  to  fill  the  order  for,  cormnoditics  on.  Form  CCC-I40, 

The  Storage .Division  shall  teletype  the  field  office(s)  of  origin 
and  the  field  office  of  destination,  the  following  information 
in  exact  order,  vvith  uach  item  numbered  . iS  indicated: 

The  message  .to -the  fi^jld  office  of  ori. gin  .shall  be  headed: 

Request  for  Source  of  Supply 

Jihe  message  to  the  fiuld  offi-ee  of  destination  shall  be  headed: 

.    Program  Shipments  into  the  jurisdiction  of  the 
;  .  (na--Le)   __f i e Id  o f  f i  c e 

.  1,  Requisition  nmriber 

2.  FAS  number;  -vessel  name  or  number,  if  available 

3.  Commodity  .  • 

4.  Net  pounds  and  gross  -tons  ' 

5.  Name  and  address  of  consignee 

6.  Port  of  export 

7.  Delivering  carrier 

8, .  Delivery  date  at  destination 

9*  Size  of  containers  and  type  of  package 

10.  Marking  instrucLions 

11.  Order  symbol 

Before  sending  this  reciuost  to  the  originating  field  office,  the 
Storage  Division  shall  make  a  tentative  posting  to  the  master 
commodity  control  to  reduce  the  inventory. 

Shipping  and  Storage  Field  Office  Originating  Shipment 

On  the  basis  of  its  inventory  records,  and  prior  experience  with 
shippers,  the  Shipping  and  Storage  Field  Office  Originating 
Shipment  shall  select  source( s  j;  of  supply-,  prepare  vi;arehouse  or 
vendor  tickot(s),  distribute  order  ticket(s),  and  issue  shipping 
instructions,  as  soon  as  possible,  in  accordance  with  established 
procedure. 
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It  is  the  policy  of  the  Shipping  and  Storage  Branch  that  each 
field  office  ship  to  program  the  oldest  stocks  in  inventory. 
Strict  adherence  to  this  policy  will  result  in  proper  stock  turn' 
over  and  will  reduce  the  possibility  of  quality  deterioration. 

On  shipments  to  program,  the  originating  field  office 
shall  transmit  via  teletype  a  daily  summary  of  the  orders 
placed  against  each  FAS  number.    The  summary  shall  include,  by 
ticket  number,  the  point  of  origin,  net  weight,  number  of  cars 
ordered,  complete  route  and  port  destination.    This  daily  sum- 
mary shall  be  addressed  to: 

Chief,  Storage  Division,  VJashington,  D.  C, 
and  copies  shall  be  sent  to: 

Chief,  Program  Management  Division,  Vfeshington,  D.  C. 
Chief,  Shipping  Division,  ViTashington,  D.  C, 
Chief,  Inventory  Accounting  Section,  Fiscal  Branch, 
'.Ta  shingt  on ,  D ,  C . 

'  B.    I'Jhen  the  Shipper  Cannot  Meet  the  Program  Delivery  Date 

When  the  shipper  cannot  ship  in  tim-e  to  make  a  delivery  by  the  re- 
quired date,  the  field  office  of  origin  shall  prepare  a  Ticket 
Cancellation-Correction  Memorandum  for  the  original  ticket.  This 
shall  be  prepared  in  accordance  v\iith  the  procedure  outlined  in 
Shipping  and  -Storage  Branch  Memorandum  No.  40.3. 

1.  '^Ihen  the  Field  Office  of  Origin  can  Furnish  a  Mew  Source 
of  Supply  . 

vJhen  the  field  office  of  origin  has  knowledge  of  another  shipper 
who  can  make  delivery  at  the  required  time,  the  field  office  of 
origin  shall  prepare  Vendor  or  '."Jarehouse  ticket(s),  distribute 
the  ord-'r  ',ic]--':,t(s),  and  issue  shipping  instructions  in  accord- 
ance "V'Jiti  c  st-iblishod  procedure, 

2 .  VJhen  thr;  i.y.eld  Office  of  Origin  Cannot  Furnish  a  New  Source 
of_Su^j  .■.  .y 

If  the  f j;;ld  office  of  origin  is  unable  to  furnish  a  new 
source  of  supply,  it  shall  immediately  so  notify  the  Storage 
Division  by  teletype,  in  order  that  steps  may  be  taken  to 
secure  the  commodity  from  another  field  office,  or  to  arrange 
for  the  substitution  of  another  commodity, 

E       Cancellation  or  Ad.justm.ent  of  FaS  Number 

A.    Notice  to  Storage  Division 

Immediately  upon  cancellation  of  an  FAS  number,  or  an  adjustment 
in  the  quantity  thereof,  the  Program  Management  Division  shall 
notify  the  Storage  Division, 


B.    Notice  to  Field  Office 

1,  The  Storage  Division  shall  immediately  teletype  a  notice 
of  the  cancellation  or  adjustment  to  the  field  offices 
concerned.     If  any  commodities  have  been  moved  to  program 
on  such  FaS  number,  the  Storage  Division  shall  furnish 
instructions  to  the  fi^jld  office  as  to  the  disposition 

of  such  commodities, 

2,  Both  the  Storage  Division  and  the  field  office  shall  ad- 
just the  inventory  records  to  show  cancellation  of  the 
FAS  number  or  the  adjustm.ent  in  the  o^uantity  thereof. 


H.O,  War lick.  Colonel,  G.S.C. 
-Director,  Shipping  and  Storage  Branch 


